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Training Coordinator Role 
Functions

This presentation will familiarize the 
Training Coordinator (TC) with the 

Training Coordinator Role permissions 
and functions

available within the 
Army Learning Management System 

(ALMS)
Disclaimer:  There are multiple ways to obtain ALMS 
Training Coordinator data.  Presented in this training 

package is one method.

Page 1



Table of Contents

1. Search for People  Page 4 – 11

2. Learner’s ALMS Profile  Page 12 – 20

3. Learner’s In-Progress Learning (IPL)  Page 21 – 31

4. View Learner’s Detailed Training Record (DTR)  Page 32 – 41

5. Learner’s Courses or Certifications  Page 42 – 46

6. ALMS Training Coordinator Reports  Page 47 – 59

7. Summary  Page 60

8. Army Training Help Desk Contact Information  Page 61

How to access Slides Hyperlinks:
Mouseover “Slide” Hyperlink, right click and click Open Hyperlink.

Page 2



Training Topics

Review the ALMS Tutorial available on your ALMS Homepage, in 
the Resources portlet, prior to completing this training. 

After reviewing this presentation, the Training Coordinator will 
be able to access/view:

• Search for People

• Learner’s ALMS Profile  

• Learner’s assigned, In-Progress Learning (IPL)

• View Learner’s completed training using the Detailed Training 
Record (DTR)

• Learner’s Courses or Certifications

•  ALMS Training Coordinator Reports
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Access Search for People

How to find a Learner by Accessing 
the Search for People Screen
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Access Search for People
 

Click the “Admin” icon, 
to access the “Search 

for People” screen 

Page 5



Page 6

Step 1. Enter the name of 
the Learner, full name, 

or last, first name

Access Search for People



Step 2. Click 
“Search”

Access Learner’s ALMS Profile
(Simple Search) 
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“Search Results”
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Step 4. Click 
“Profile 

Information”

Access Learner’s ALMS 
Profile

(Simple Search) 

Step 3. Click 
“Actions”



Access Search for People
(Advanced Search) 

Click the “Advanced 
Search” link to access 
the Advanced Search 

Data Input Fields
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Click the “Admin” 
icon to access the 

training coordinator 
functions
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Enter the 
Learner’s First 
and Last name

OR

Enter the  learner’s 
 AKO Username

Click “Search”

Access Learner’s ALMS 
Profile

(Advanced Search) 



Access Learner’s ALMS Profile
(Advanced Search) 

Learner           Ann     Ann.Learner

Ann.Learner

Click the “Profile 
Information” link 

AKO email

Search Results 
are Displayed
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Access/View Learners’ Profile

Access Learner’s ALMS Profile 
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Access Search for People
 

Click the “Admin” icon, 
to access the “Search 

for People” screen 
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Step 1. Enter the name of 
the Learner, full name, 

or last, first name

Access Search for People



Step 2. Click 
“Search”

Access Learner’s ALMS Profile
(Simple Search) 
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“Search Results”
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Step 4. Click 
“Profile 

Information”

Access Learner’s ALMS 
Profile

(Simple Search) 

Step 3. Click 
“Actions”



Access Search for People
(Advanced Search) 

Click the “Advanced 
Search” link to access 
the Advanced Search 

Data Input Fields
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Click the “Admin” 
icon to access the 

training coordinator 
functions
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Enter the 
Learner’s First 
and Last name

OR

Enter the  learner’s 
 AKO Username

Click “Search”

Access Learner’s ALMS 
Profile

(Advanced Search) 



Access Learner’s ALMS Profile
(Advanced Search) 

Learner           Ann     Ann.Learner

Ann.Learner

Click the “Profile 
Information” link 

AKO email

Search Results 
are Displayed
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Ann Learner

Ann.Learner

Profile 
Quicklinks
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Access Learner’s In-Progress 
Learning

Access Learner’s assigned In-Progress 
Learning
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Access Learner’s In-Progress 
Learning

Click the “Admin” icon, 
to access the “Search 

for People” screen 

Page 22



Page 23

Step 1. Enter the name of 
the Learner, full name, 

or last, first name

Access Search for People



Step 2. Click 
“Search”

Access Learner’s ALMS Profile
(Simple Search) 
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“Search Results”
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Step 4. Click 
“Profile 

Information”

Access Learner’s ALMS 
Profile

(Simple Search) 

Step 3. Click 
“Actions”



Access Search for People
(Advanced Search) 

Click the “Advanced 
Search” link to access 
the Advanced Search 

Data Input Fields
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Click the “Admin” 
icon to access the 

training coordinator 
functions
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Enter the 
Learner’s First 
and Last name

OR

Enter the  learner’s 
 AKO Username

Click “Search”

Access Learner’s ALMS 
Profile

(Advanced Search) 



Access Learner’s ALMS Profile
(Advanced Search) 

Learner           Ann     Ann.Learner

Ann.Learner

Click the “Profile 
Information” link 

AKO email

Search Results 
are Displayed
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Access Learner’s In-Progress 
Learning 

Click the In-
Progress 

Learning link
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Access Learner’s In-Progress 
Learning  

Ann Learner

1. Hover over the “Actions” link 
to open the Actions Bubble

2. Click the “View 
Contents” link
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Access Learner’s In-Progress 
Learning  

 Ann Learner

Assigned Learning 
Topic, “Learning 

Assignment” content 
module(s) status

Clicking the “Cancel” 
link will return you to 
the previous page.
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Access Learner’s Detailed 
Training Record (DTR)

Access Learner’s Detailed Training Record 
(DTR)
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Access Learner’s Detailed 
Training Record (DTR) 

 Ann Learner

Click the Detailed 
Training Records link
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Access Learner’s Detailed Training 
Record (DTR) 

Enter the name of the 
Learner, full name, 
or last, first name

Click “Search”
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Access Learner’s Detailed Training 
Record (DTR) 

Click “View Detailed 
Training Record” link next 

to the Learner’s name
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Access Learner’s Detailed Training 
Record (DTR)  

Ann Learner
1. To expand your 
results, clear the 

“From” field by clicking 
on the “Calendar” Icon 
to display the calendar 

pop up window

2. Click the “Clear” link
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Access Learner’s Detailed Training 
Record (DTR) 

Learner Name

Click
“Search”

Page 37



Access Learner’s Detailed Training 
Record (DTR) 

Ann Learner

2. Click the “View Content” link

1. Hover over the 
completed Topic 

“Actions” link
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Access Learner’s Detailed Training 
Record (DTR)  

Ann Learner

Completed Topic 
Progress Report 

“Learning Assignments” 
(content module) 

information

Click "Cancel" to return to 
the Detailed Training Record 

screen
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Access Learner’s Detailed Training 
Record (DTR) 

Ann Learner

Step 2. Click the “Print 
Certificate” link

Step 1. Hover over 
the completed Topic 

“Actions” link
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Access Learner’s Detailed Training 
Record (DTR) 

Click the “Print” link, to access the 
“Print” options pop-up window for the 

Topic “Certificate of Completion” 

Ann Learner
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Access Learner’s Courses or 
Certifications

Access Learner’s Courses or Certifications
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Access Learner’s Courses or 
Certifications

Learner Name

Click the “Courses or 
Certifications” link
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Access Learner’s Courses or 
Certifications  

Step 1. Enter the 
name of the 

Learner, full name, 
or last, first name

Step 2. Click 
“Search”. The 

ALMS will display 
the Search Results

Search 
Results

Step 3. Click the 
“View Course/ 

Phase/Certifications” link 
to view the Learner's 

“Courses or Certifications” 

Page 44



Access Learner’s Courses or 
Certifications 

Step 1. Hover over the 
completed Course or 
Certification “Actions” 

link

Step 2. In the “Actions” bubble, 
click the “Print Certificate” link

 

At the Learner’s 
Courses or 

Certifications screen 
TCs will able to view 

all Courses or 
Certifications assigned 

to the Learner

At the Learner’s 
Courses or 

Certifications screen 
TCs will able to view 

all Courses or 
Certifications assigned 

to the Learner
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Ann Learner

Access Learner’s Courses or 
Certifications  

Click the “Print” link, 
to access the “Print” 
options pop-up box 
for the completed 

Course or Certification 

Click the “Print” Button
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Training Coordinator Reports

Access ALMS Training Coordinator Reports 
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Access Training Coordinator 
Reports 

Learner Name

Click the “Reports” link
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Access Training Coordinator 
Reports 

Step 1. Click the 
drop- down arrow to 

open the menu

Step 2. Select the 
“Learners” Category

Page 49



Access Training Coordinator Reports  

Click “Search” 
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Access Training Coordinator Reports 

Scroll to the bottom of the screen to 
locate the ALMS Training Requirements 

Report By Organization
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Access Training Coordinator Reports 

Locate the ALMS Training 
Requirements Report By Organization
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Access Training Coordinator Reports  

Step 1. Hover mouse 
cursor over the 
“Actions” link

Step 2. Click 
the  “Execute” 

link
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Access Training Coordinator Reports  

Click on the desired 
Domain

Note: If a data entry field has a 
“Magnify” icon, you can enter 

at least (2) characters in the 
field to narrow the search before 

clicking on the Picker Icon.

To display all the “Domains” 
Click on the “Picker” icon
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Access Training Coordinator Reports  

Click on the “Picker” Icon to 
display all the Organizations

Click on the desired 
Unit Identification Code 

(UIC)/Organization

Note: If a data entry field has a 
“Magnify” icon, you can enter 

at least (2) characters in the 
field to narrow the search before 

clicking on the Picker Icon.
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Access Training Coordinator Reports 

Domain and Organization 
data entry fields populated

Click on 
“Generate Report”
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Access Training 
Coordinator Reports
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Access Training Coordinator 
Reports 

“Export” and “Print” icons. Click the 
“Export” icon to display the Export 

pop-up window. Choose a report 
format from the drop-down menu.
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Access Training Coordinator 
Reports  

Click the “Export” Button. 
the selected format report 
will be available to view or 

save to a file location.
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Summary

We covered the following:

• Searching for People 

• Accessing a Learner’s assigned In-Progress Learning

• Accessing Learner’s completed training using the 
Detailed Training Record (DTR)

• Accessing Learner’s Courses or Certifications

• Obtaining ALMS Training Coordinator Reports
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Army Training Help Desk
 Contact Information

To get help, contact the Army Training Help 
Desk at:

https://athd-crm.csd.disa.mil
 or

1-877-251-0730, option 1

Note:  To open the link:
right click the link to display the drop-down menu, then select “Open 
Hyperlink”.  
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https://athd-crm.csd.disa.mil/
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